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FACE TO FACE VISITS TO CHILDREN IN FOSTER CARE

CREATION DATE: April 5, 2006

Creating a New Contact for Foster Care Visit
Standard: All children/families will be visited by their Social Worker in their placement.

Pointers to Remember:

1.

2.

o s~

After any placement of a child, the Social Worker will visit the child weekly during the first eight weeks
in their placement.

After the eighth week of the child in placement, the Social Worker will visit the child twice per month in
their placement.

Children in institutional (residential treatment facilities) located 100 miles outside of the District of
Columbia will be visited by the Social Worker twice per year in their placement.

Social worker must see the provider at least once during the month.

In the event there is a crisis within the child’s placement (foster home), social worker will use his/her
clinical skills to assess increasing number of visits to support and assist families.

Once you have attempted or completed a contact with a client or collateral involved in a Foster Care
case (Client, Provider, Collateral or other service provider) this information should be recorded in the
Contacts screen in FACES.

You can view it in several modules: 1&R/MPD, Investigation, Workload, Case, Provider.

The two types of Visits are:

a. Attempted Visit: - when a worker has tried to visit a client, foster parent, provider, collateral
or other participant face-to-face but actual contact was not made with the
child or other individual.

b. Completed Visit: - when a worker has successfully held a face-to-face meeting with a client,
foster parent, provider, collateral or other participant involved with a case.

(@) Click Select to record whom the contact is “in regards to”, (which may be different from the
participants).

(b) Before a “Collateral” is displayed on the contacts collateral picklist, the collateral must first be
entered on the collateral screen.

(c) Before a “Provider” is displayed on the Contacts Provider picklist, the child’s placement must
be recorded on the placement screen.

(d) Contacts appear in the Investigation and in the Case in FACES.NET.

In the following steps, we will enter a contact in FACES.NET detailing a visit made by a social worker of the
Jackson family.
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Enter a New Contact

Steps include:

Step 1. Place a case in focus from My Assignments from the left window pane in FACES.NET. Highlight
the case, and then click on Show.

Step 2: Highlight the identified case from the Workload list grid.

Step 3: Click on the Show button to place the case in focus.
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WorkLoad List
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= May 2006 = | ADMIN, T. - Training ADMIN 1760 v|
L. - L < Workers
1fz|z|a|ls5|s [TrAINER, ADMIN -
£ |2 |10)11 12|13
15 |16 |17 | 18 |18 |20 Sort By: [
2: H|ghllght 22 |23 |24 | 25 |28 | 22 i Restricted| Type Responsib| Referral T{ Name client Date Assig Open Date| Resp. Timg
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Figure 1
Step 4: Hold cursor over Case.

Step 5: Click on Contacts. (You will see the Selects the Client Contact pop up screen).

Client [ pravider [ admin Case v (&

mmmmm I3 Merge | Collateral | Contacts | Visits Case Plan Service More
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4: Hold =
cursor over DISTRICT OF COLUMBIA

5: Click on
Contacts.

= || N FACESNET
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Figure 2
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Step 6: Click on New to enter a new contact record.

6: Click on
New.

5
| Case i Case Summary | Client O Merge | Collateral | Contacts | Visits @ Case Plan @ Service O More @

COrganizer \UETIEER History Selects the Client Contact
o In Focus * Denotes Required Fields  ** Denotes Half-Mandatory Fields  #Denotes AFCARS Fields
User Narne: Contacts
ADMIN TRAINER
Entity Tpe: ‘ Staff Name Participant's Name Date Purpose |TypeILu(atiun Status
| New | | Show | | Filter | | cancel |

Figure 3
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General Information/Contact Participants

Staff Name will default to the worker logged into the system. To select another staff person, use the Find
button. (i.e.: If an SSA is entering information for the social worker).

Steps Include:

The Source field will default to Case, Intake/Referral, and Investigation/Assessment.

Step 1. Status — Click on the radio button to show attempted or completed.

Step 2: Type/Loc. — Click on the drop down picklist to choose the type of contact (Phone, Letter, Face to

Face etc.)

Step 3: Date — Enter the date of the contact occurred.

LI Referral ‘J Case ‘J Client ‘_J Frovider ‘J Admin

| case v |@

4

tase O » Case Summary | Client Merge | Collateral | Contacts | Visits @ Case Plan & Service More

3: Enter a
Date*.

Selects the Client Contact

* Denotes Reahed Fizlds  ** Denotes Half-Mandatory Fields  #Denates AFCARS Fields

2: Use the picklist
to select the

| Contact Histor

Type/Location*.
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Case

Entity Narne:
LOAD
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Client
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Entity 1D
az12732

1: Use the radio
button to record
Status of contact.

7: Click Select to record the
Client Discussed.

9: Click Select to record
the Client/Collateral™*.

10: Click Select to
record the Purpose.

17: Click Comments*.

18: Click Save.

|5taff Mame ILocationnype

Il:ontact Status ISo/m:e IUpdated Date

» |nNNE1‘rE SIMON \ IFace to Face (CFSA Office)
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/
/
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O atternpte Completed

[5/17/z006 =]
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4: Enter Time*.

Clients Discussed

BABRY GIRL LOAD

6: Enter Travel Time

\__
| select |

5: Enter Duration

8: Click Select to record the

Contact Participants

Client/Collateral®*

Non-Client/Non Collateral

DEEDEE JOMES

Mon-Client/MNon-Collateral Py{pa

Participants.

| Select |
Purpose Type of Contact .
— i 16: Click Select to record
/ the Type of Contact.
J ]
N E— —
|-Select- | |-Select |
Comments*
T’Child iz in a stable place at this time. Mother's whereabout are still unknown,
swy{ Save | [ Cancel | [Find |
Figure 4
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Step 4: Time — Enter the time the contact occurred.
Step 5:  Duration — Enter the length of time the contact lasted.
Step 6:  Travel Time — Enter the length of travel time if applicable
Step 7:  Click Select to record the Clients Discussed.
Step 8:  Click Select to record the Client/Collateral.
Step 9:  Add any additional participants into the Non-Client/Non-Collateral Participants box by
typing their names.
Step 10: Click Select to record the Purpose of the contact.
The Select Contact Participants box will pop up. The radio button will default to client.
Step 11:  Select the Available Values from that column; to select multiple values, hold down the [Ctrl] key
while clicking the value needed.
Step 12:  Click the right pointed double-arrow to place selected values on the Selected Values column.
Step 13:  If you select an item in error, then click on selected value and click the left pointing double-arrow.
Step 14: Click Ok (when all values have been selected.)
13: Click the double-arrow
to move items to Selected
Values.
To select multiple values, keep the [ctrl] key pressed.
Available Yalues Selected Yalues
Adoption Review Committee sl Assessment
Adoption Subsidy
12: Select the _\Advocgcy .
Available Values. Moot orDisclosrg

Cage Consultation

Case Consultation - Clinical Staffing

Case Consultation - Disruption Staffing

Case Consultation - Multiple Flacement Staffing
Case Consultation - Supervisory

Case Consultation/Review - Managerment P
Case Management

Case Maonitoring

Case Plan/Review

Case Staffing

Case Transfer Staffing

Cormpliance

Conference b

=

15:Click Ok. | 1 cone

Figure 5
Step 15:  Click Select to record the Type of Contact.
Step 16: Follow Steps 12 — 15.
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MultiSelect - Type of Contact

12. Select the Avallable  select multiple values, keep the [ctrl] key pressed.
Values Available ¥alues Selected Yalues

Case Management Assessment

Samplanse iation 13: Click >> to move
Interview items to the Selected

Investigation

hanitaring Values column.

Matification

Observation
Other o
Reference -
Referral

Revigw

Training

15 Click Ok. | }— \

Figure 6

Step 17:  Click Save.

FACES.NET Error

7074 - The initial version of this contact will
become read - only once it is saved. Changes can
be rade, but will be recorded as amendments to

the original contact record,

@ | -cancel

Figure 7
Step 18: A verification message will appear. Click OK to verify the change or click Cancel to return to the
screen.
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a Note:

In order for a social worker’s contacts/visits to count, three fields must be completed:
The Type/Loc. field must be a ‘Face to Face”
The Status field must be “Completed”.
The clients with whom the social worker met must be entered into the Contact Participants

field.
View a Contact/ Amend a Contact
Pointer to Remember:

Any changes made to a contact upon re-entering the screen will result in an amendment. FACES.NET will
keep a record of each amendment to the Contact Screen.

Steps Include:
Step 1. Click Contacts.
Step 2:  Highlight the contact to be viewed on the Select Contact pop up screen.

Step 3:  Click Show.

A 82 FACES.Net Training Version: 1.0.19 - Micresoft Internet Explorer

* k% |

2 nghllght the cdse [ Client AJ Pravider ‘J admin | case =1 l@

Contact that you vjmary | Client\ Merge | Collateral | Contacts | Visits Case Plan Service More
want to view.

Sd\lects the Client Contact
* D\notes Required Fields  ** Denotes Half-Mandatory Fields  #Denotes AFCARS Fields

User Mame! Contacts

TRAIN 5

ER St\eff MName Participant's Name Date Purpose TypefLocation Status
Case TRN&\I 5 MS. JILL TIATRA 03/31/2006 |Assessment Face to Face [School) Completed
Entity M :

o y [TRaN S SHANTE JACKSONS0 | 04/04/2006 | Assessment Face to Face (Horme) | Completed

Entity ID:
192579

3: Click Show.

| Mew Iﬁhow | | Filter | | canesl |

Figure 8

Step 4:  View or make any necessary changes.
Step 5:  Click Save if changes were made to the screen.

Step 6: A verification message will appear. Click OK to verify the change or click Cancel to return to the
screen.
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FACES.NET Error

7075 - You are about to creste an amended
wersion of the original contact record. Are you

o certain you want to proceed?

|&| | Cancel |

6: Click OK to verify changes
to a contact. Or click Cancel if
you do not want to update it.

5: Click Save.

Figure 9
Note:
ar - Please refer to the Modified Final Order and Best Practice Implementation Plan in LaShawn A. v.
C) Williams for policies and guidelines concerning the frequency of visits to children. This information

can be found on the CFSA Intranet site.
Best Practice Reports Reference Guide

Data input for the above tip sheet will affect statistics recorded for Best Practice # I1X.1.b and #
IX.1.c - CMT165MS—Social Worker Visits to Children in Foster Care.

CMT165MS captures the following information:

This report does not include children in 3rd Party Kinship Non-Foster Care.

This report counts all completed contacts that are entered in the Contact Screen or the Visit Log
where the child's name is listed as a participant.

For the purposes of this summary, contacts with a status of "Cancelled” *No Show" or "Attempted"
are not counted as contacts.

If no information is entered in FACES.NET for a given record, the detail report will show a blank
for that record.

This report counts children in placement on the last day of the month and shows the visits that took
place throughout the month.

The numbers above represent information entered into FACES.NET as of the report run date. The
numbers may change as further updates are made in FACES.NET.
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Children placed outside DC, Maryland and Virginia and Residential Treatment Facilities 100 Miles
outside the District are excluded from the visitation counts.
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